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Supplier Relationship Management (SRM) 7.2  

How to Access Purchase Order Information from a Shopping Cart 

Situation:  

The Shopping Cart Creator wants to display the purchase order information related to the 
shopping cart they created.  To display the purchase order information, the shopping cart “Item 
Status” must be “Follow-On Document Created.”  
 

1. Click the “Follow-on Document Created” link of the “Shopping Cart Number” needed for 

display.  
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2. The “Display Shopping Cart” screen will appear. In the “Details for Item...” section, click the 

“Related Documents” tab. To display the purchase order, click the link (4600……) in the 

“Document Number” column.  

 

3. After the purchase order is in “Display Purchase Order” mode, the user will have the ability 

to review all aspects of the purchase order. The screen will default to the “Overview” tab 

which includes all line items, quantities and prices.  

 



November 12, 2014  3 

4. To display Header notes and attachments, click the “Notes and Attachments” tab. To 

review the notes, click the link in the “Category” column. (This view displays all notes 

associated with all line items.) To review attachments, click the link in the “Description” 

column. 

 

 

5. For greater detail, click the “Details” button in the “Item Overview” section of the purchase 

order.  

 

 

6. To determine if payment has been issued, click the “Header” tab, then “Extended PO 

History.” If a check has been mailed to the vendor, the associated “Clearing Document” 

number will display. (A check has not been issued in this example.)  Details of the 

“Accounting Document” or “Clearing Document” will not display. Only the number will 

display. 
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7. Details are available on individual line items by clicking on the “Items” tab. A list of tabs will 

appear including “General Data,” “Prices and Conditions,” “Account Assignment” and other 

tabs as shown below.  

 

 

8. Any contract associated with the purchase order can be displayed through the “General 

Data” tab by clicking on the “Show Contract” link. 

 

 

Other tabs are available for viewing. The tabs mentioned are known to be used most often.  

Note: The purchase order cannot be edited, printed or print previewed from the 

shopping cart.   

 


